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HEHORANDUM POH:  COS/0PC
SUBJECTE Procedure for Handling OFC Students in Training

1. In secordance with your verbal request to provide you with a
guide for the handling of OPC students in training, the followin: is

provided according to types of training. It should be understood that
this supplements the informatlon end procedurcs outlined im the Training

Lisison Officer's Gulde, a sopy of which was sent Lo eseh interested

branch and division of OPC.

s Staff Tralning

(1) xarcllment. If it is desired that the :esl name of
the student not be kmewn within the organisatien, a pseudonym
should be assigned. This name should appear on the training
request form. The real name of the student should be enclosed
in s sealed envelope, to be opened only by the Eecords and
Ssheduling Officer, T:D, It iz importent thet ISG knew both
napes of the students, because in the past the Personnel

] Office, the forsign branches, and others have frequently used
the resl names of students in telephone messages when they
shoald hawve used pseudonyus,

{2) Briefing. The Training iiaison Offiser should brief
the stadent thoroughly before he enters training. He should
oot ge into detail on OPC functions, but he should brief the

student on the importance of training, the lmportance of doing
s good job in the various courses, the use of his pseudonym and

hia sover story. ﬁwﬂﬂs&ﬂdh&awﬁmbﬁmmm
i1s familler with THD programs and should be appointed on a

permanent basis,

{3} Contacts., Fast experience has shown that the studentts
glass work 1s unfavorably sffected when he has no contact with
his branch, 170 resommends that the Tralning Lislson Cfficer
meat with his students at least once or teice during each course
in order to aid the student's rorale by giving him ¢ feeling of
"belonging” to an operating branch, This is alsc s good time
to take care of all sdministrative details such as time and
sttendancs, signing voushars, and payments.,
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All contects with the student should be arranged through
the fecords and Scheduling Officer. This office should alss
be used as a control center for all messages, B30 will mske
certain that meseages are delivered to the student under the
name which he 15 weing in treining, The branches smet under—
stand that the studente are kept under precsure with class
work snd that very often the students are not able Lo return
ealls until several howrs later. It 15 suggested that a similar
econtrol center for messazes be established in OC.

{4) Evaluations and the functions of the Training Lialson
Gfficer. In order io recelve greatest benefit foy guidance
and placement of thelr respective employess, Training Lisisen
Cfficers ave encouraged to contact chief inmstructors of the
courses abeut Lhe third day after completion of the course
in order to be informed about the individusl's training per-
formance and indication of any outstarding weaknesses, The
chief instructor will tell the TLO whether or mot the student
is recommended to take the next course. During = course, also,
Lo's should try to keep in touch with the chief instructor
stadents. T will attempt to keep TLO's informed of any
critical developments or major shortcomings in the performance
of studenis,

Evalustion reports concerning the training performance of
the student will, ss a rule, reach the Division ten days after
completion of the course. Divisien chlefs ars reguessted to
forward the evaluation report to the branch or desk chief
concernsd as qulckly as possible for thélr informatien and
galdance in placing the auployes.

If a desk officer has any doubts about the asaigwmment or
gualifications of the student, TED should be informed aboub
that as early ass possible, prefersbly before the student enters
the Advanced Opsrations Course in which Top Secret material is
@iscussed. In the past, students who have been exposed to Top
Seoret materisl in the ACC later left the organization snd &ime
becane serious security risks.

If there is any doubi sbout the student's psrmanent usefnl-
ness or development possibllities, TID may recomsend psychologieal
assesament, This should bo scheduled by the student's branch 25X1
befuore his enrollment in the 40C,
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(1) Hecrultment and Initiel Frocessing., The recrultment,
administrative handling and initial security Iindoctrination of
candidates for training in the Area Training Branch should be
undertaken by the sponsoring branch of each student concerned,
The sponsoring branch should provide each potentisl student with
cover which will be approprinte not only during the peried of
training but also after its complotion. ATH will coordinete with
the spounsoring branches in this phase of student handling and
aselst a9 far as practioable, It must be borne in mind, however,
that ATB 12 neither equipped nor guslified to be sclely responsible
for the performance of these fanctlons.

{2) Enrollment, Zither concurvent with or after the processing
mentioned above, the respecilive sponsoring branches a%*cmlé subnls
training request forms to the RS0 of TEL, Only the pseudonym of
the student should appear on the training request form. Desl nemes
of the students should be subeitted to 130, Bep) by seowrs means.,

In sach instance the Case (fficer, the TLO concorned, or & Yepre-
santative of the sponsoring branch should arrsnse to meet »ith a
representative of ATB Lo discuss student cover while in treining.

{3) Brdefing. Driefin: of students is the reaponsibility of
the cponsoring braneh. It should be & continuous process bepun
with the first contact wsdth tho student during recrnitment and
carried folthfully through to its completion. This briefing should
ba camplets before entry of the student into training.

{4} Contacta. Any contacts desired between sponsoring branches
and the student during the training periocd can bte arranged Ly the
branch concerned by rejuesting such a contsct through Chief, 473,
or his representative. Covert status of students must be kept in
mind in effecting such centacts,
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